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2de 4n the Pitness Report with the

Personrel Brolvaticn Progrom QR SRS effective lumstiintely fa order €O
Lo OBM 20-370<%. These iustruse

execute the provisicns of CIA R
tions aiso reseiznd the uwse of the FErSCAT 2}, Bvaluntion Report.
{to be selesiganted 08

1%, Bffestive 15 Ostobew 195k, Porm 37-189,
BOrs, WALl be’ ueed Por all types of Vitrnses Reports

Foem 45), Fitnses Re
regquired by Ragvsl@:@i.
1T, Positica Control Szetion, Pransecticas Reeccords Broneho

T, %he Pollowing instructions

HBZERA
0
of _® A. By oot Imter Yhan 15 Octobes 195h, the Fositlea Coatwol
WHHE  Section will pregzse 14sts ia twiplients, by offices, of CLaff
& ] ecmployees Lor whon Fitases Repozte will be duz the following wontho

B, Bosh list will@@@%@mmmmmem@l@w@gtmdm
?@thi@hiatm@@mtb@@m@l@y@@iBE@m%&pmmw

of Teport o be prepared, (ase Attechuzat L1)o

C. %@c@i@ﬂmlmﬂ@m@@@y@fﬁ@@m*@mllb@tm@@m&m

to the epproprinte Perscunel OF NMmdndsteative 0fficer. Tha third
copy will be retalnsd by the Positicn Coatrol Clerk for Lollow-up

ad conhrol RUrPCEee.
D. Office of Fersomunel Buployees.

L. The Chief, Processing and Davigicn been
\ desigpoted oo Afmindstrative ofPicer 4m the Office of Perscnnsl
 Pop the odmdndetrabticn of the Fitness :
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2. Tne Pozitleon Coatrol Clerls eervicing the 0ffiea of

vomy {‘}‘!”{m

Ogrt

B A Perpounel wills

iR

o ‘ﬁi 0. Prepuee o separete 148t For ench Pivialcn cnd
= K‘;g ol Stnff within the Office of Perscnpel in tripliente.

= 5%

ggﬂ b. Prepore two copies of Porm 1S, Fitnees Report,
° ¢ %g conpleting Ttews 1 through 13.
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co Abtoch ®ke two copies of the Pitozos Bapord Foma
%o the appropeicte Pivisicn oF Staff Trovemdtisl 1ist cnd,

. Submdt %o the Chief, PRD, for svkalssicn o the
opproprinte Divisien or Steff Chiefo

©. Upon receipt of the completed Foves 45, Pitusss
Repert, of ecuployees withim the Offiee of Perscmndl, the
. Chief, FRD, will trmusmlt the ofPice copy of the Fituses
Regort to the Bxseutive Seeretory of the Perscansl Covesr
Ssrvice Bonxdo

P, The origigcl of the Pituess Report will be Lo
vorded %o the Posivicn Ceatrol Clerk. The Positica Con~
4ol Clerk will check for the Chief PRD'S 1itinlds in the
lower rPight corner of the Fituess Report cod then bandls
08 oublined in pavegropk J of these Instruetions.

1., The present tob used Por Perscunzl Bvaluntilen
rposes will be wtilized in the preparation of the mopthly

R

: m%o

F. Out Casvol Buployses.

L. cosul. crployess will hove mé o Pitoess Repord
mwesared pricr €O oubaiscion or with ®h2 subadssicn of the
8¥-52, plocing thza in co eub ensund, StatUS o

G. TIn Casuvsl Ewplayees.

L. Eoplayees vem@g ceceriing to Pealvicm Control Regowds
08 of this dnts, eve chewn & "IB Casunis”, wAll be hapdled
o5 Ferdquarters coployees o Getermining date T4tosss Reports.

B. Posbing to SF-T, Sexviee Reeord Coxdo

1. The Pesiticn Centrol Clesk will mke & penell notatien
sm Toem Wb of the SF-T to indicabe he . .dote the acticn WS
m&tmm@@ﬁtm@u@@@t@o_ -
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1. On or before the £iftecnth of the mooth followiang
the month ia which the duz éxte +he Report folls, @he Pesde
tdon Control Clerk will prepise O GERIFCLE Uist Iobeled Deline
ouznt Fitaess % S off thoze Reperts whieh have nob becn &=
ezived o the %oe of Perscanel for trnosmiEial o the opproe
printe Perscuwel o Nesdndstrotive Officer dn Gha opEroRing
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2. The Position Comitwrel Clerk will prepare & ssparate
list, in triplicate, for each opsrating component for whom
there are delingquent reports oo the sccond month Ffollowing
the month in vhich the Fitness Report is dus. Selinguert
14818 will be labeled "Delincuent Repoxte - Two Months”. The
iizts will then be suvbmitted to the Chief, PRD, who will
initiate whatever gdctiom is necessery %o obtaim the delin-
quent reports. Vo

3. Unusval delimgueneies will be reported to the
Deputy Assistent Direetor for Personmel by the Chief, PRD,

J. Reeceipt of Completed Fituess Repert Forms - Initial or
Aomunl..

1. Upon receipt of Form 45, Fitness Report, the Position
Control Clerk will do the followings :

8. Secetion I - cheeck all items with caphasis om
Ttem 13 to see that the peried covered is for the enbtire
initial or annual FRPOrt.

’ b. Sectiom IX, Ttem 1 - insewrt the position series
pusber (this will be the position series nusber in effeet
et the end of the pericd coversd by the report).

e. Insert the type of wreport rendered im. the blank
space edove Sechion I, weing the folloving coles

I - Tnitial Repord
A - Ammvsl Report

Q. Sectiom IIX - malw ecertoln that the rating
wevieving officinls bave signed apd dated the form in the
approprinte spaces.

@. Secticm VI - reviev parts &, B, €, and ¥y making
certanin that ench part hes been (usvercd; 86e powrawenpld
L of these lmstrustions segnrding uwnsatisfectory meporte
in Sectiom VI AL and VI D.l.

2. The reviey of Seetions IX, IV, cwd ¥ iz thz responsie
bility of the Plocsmert ewd Utillization Divisiea.

3. The Position Countrol Clerk will stomp the Fitwess Repert,
inltinl aed date in the cpproprinte spases releese to tha
Placement and Utilizoticn Divisicm. The Plocemsnd 0£Ficer will
complete his portion of the Routing Stomp &t the timz he wslenses
the file o the Flles Seetion.

ho X the form 93 dmccuplete, 16 wAll be reburned ©o the
appropriate operating ccuptasnt, usleg Form 51=10, Routing
Regord Sheet, indienting the repsea For the retuvrn. The date
the Form b5 18 retwwed o the operating ccapinent will be
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1. Upon wmeeelpt of fmy Fiteees Report, the File Clerk will
review 4t for ccmplevion off the routlng stomp. If the stawp bos
not been £Alled do by either the Position Comtrol Clerk or tha
Ploesment Officer, the Repeort will retuxned to the appropriste
office for cempletion.

2. The coapleted Pitoess Report will be £iled o the appro-
wrinde persecanel folder, using the date reflectsd in Titem 6 of
Form bS50 or Item 12 of Fora 45, "Date ef Review”.

3o IT the foldew I8 chawgsd out, the Fitness Report will be
ploced o the approprinte cbarge-out Lolder. roturn of the
Tolder to the Flles Sesticn, the Fitesss Report will ba £ilzd i
the folder.

Lo Upder mo efreurstonces, will o perscanel folder bs re-
leasad the Files Seetion with 6 Fitosss Reporhd reEainios
dn bz cherge-out Lolder.

Lo Unsatisfoctory Reports.

Lo The Pesition Centrel Clerk will carefully seviey Seetion
VX of the Fiteess Repert with respeed to Mems UL AL, VE Do,
videh indiente wrobicfostory service.

2o The &-T7 will impedistely be Llawgsd to prevent mranting
& peridefiie step lnerense or & loagevilty step vatdd the
Extter has been elorificd.

3o The Pituess Report form will bs hawd eowried by the Chief,
Pozition Comtrol Seetica to the opproprints Plicement O0rficer Lom
aetleao :

e A followeup will be mfle by the Peditica Contwrol Clork n
30 exlepdnr doys, IX wo word bos boen meceived regwdldng the enoe.

Mo Beporotica Reports.

L. Ths BEmpleyee Sorvices Divisien will be mespoasibvle Ler
ohtnining the requiscd Sopnsatles Fitesns Roport. ’
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INSTRUCTIONS: Officer designations should be used in the “TO" column. Under each comment a line should be drawn across sheet
and each comment numbered to correspond with the number in the “TO"* column, Each officer should initial (check mark insufficient)
25X 1A before further routing.- This Routing and Record Sheet should be returned to Registry.
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